Office of Human Resources

Organizational Development and Training Division

User Guide: Enroll in a Class (for Employees)

Purpose
There are a number of paths one can use to enroll in Oracle Learning Management (OLM), Montgomery County’s learning management system. This guide provides
the most efficient path to enroll in classes. The enroliment information here can be used by any employee of Montgomery County Government.

Contractors, Volunteers and Interns who have a MCG Computer Network login should refer to the User Guide for MCG Contractors and Volunteers for enrollment
instructions.

Additional Information
Before logging into OLM, we recommend that you decide which classes you want to enroll in. These can be found on the OHR Training and Organizational
Development webpage http://www.montgomerycountymd.gov/hr/careerdevelopment/training.html, select Programs and Catalogs to access the two catalogs:.

e Career Development Programs — Training Catalog: Includes Professional Development, Management Development, Mandatory Classes and Microsoft Word
Classes.

e HHS Continuous Learning — Course Catalog (CCL): Topics of interest to the Department of Health and Human Services; social workers and therapists throughout
the County.

Once you have located the class you want, go to OLM to enroll. Once you have completed your enrollment, an email confirmation will be sent to you the next day.
This will include the detailed information, including address of the class. Please keep it for reference. Seven days before the class is scheduled, you will receive a
reminder.

Questions

If you have questions using this guide, please contact the OLM Administrator at OLM.Admin@MontgomeryCountyMD.gov or 240-777-5116.
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Step

Action

Visual

Go to the AccessMCG ePortal:
https://eportal.montgomerycountymd.gov.

We recommend that you bookmark, or add this link to your
favorites for future use.

Enter your MCG Network user name and password.

Click Log in.

UNAUTHORIZED ACCESS IS PROHIBITED AND PUNISHABLE BY LAW!

Welcome to Montgomery County, Maryland - Single Sign On

User Name:

Password:

— «
Forgot Password? My Account

Unlock My Account Change My Password

access

application portal

The ePortal menu will open.

Click Employee Self-Service.

‘ePortal

for County Systems and Applications

All Apps DTS Featured FIN & Risk Mgmt HR Internal Internet
My Favorites Most Visited
Your favorites will be here. MCtime 1216251
Next time you visit to your apps page, please Employee Self-Service %
g 915397,

clickon gy Add to favorites  to include the

Oracle eBusiness (EBS/ERP) G

Information Security Awareness 118102
Training

app to your favorites' list.

Enterprise Business Intelligence o1152)
and Reporting
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https://eportal.montgomerycountymd.gov/

3. Employee Self-Service Welcome page will open.

Click on the blue Go to Employee Self-Service button.

Employee
Self Service

)
{

What you can do with Employee Self-Service?

apply for jobs, and more

+ Review and update your benefits options
+ Review and update your official County Personal Information
+ Review and update your performance evaluation

+ Review and print your Payslips

+ Review and download your W2 forms
+ Search and apply for County jobs

+ Sign-up for County training classes

Go to Employee Self-Service

Welcome to Employee Self-Service!

Manage your personal information, view Payslips and Was,

4, Employee Self-Service will open.

Click on MCG HR Employee Self-Service.

Home

Navigator

» BB MCG HR Empla)
» B MCG HR iRecruitment Employee
» B3 MCG HR iRecruitment Rater

Worklist

HeS4-m

Certification subscription for Ramet, Tewodros has been approved
Ramet, Tewodros has cancelled an enrollment

for Ramet, Tewodros

Black History Program has been Cancelled

Enrolled in FY19 MCG Executive Branch Performance Plan

‘Your appraisal has been completed. It is available for you 1o review.

You have been booked for a class of session
‘Your appraisal has been transferred to you.

From -~ Type Subject 2

SYSADMIN HR

Ramet, Tewodros HR

SYSADMIN QTA Workflow Class is rescheduled

Chapman, Laura HR Your enroliment is cancelled
County Verification Verification

SYSADMIN QTA Workflow Class is cancelled

Rhodes, Anithia HR Your enroliment is cancelled

Rnodes, Anithia OTA Workflow

SYSADMIN OTA Workflow Class is rescheduled

SYSADMIN OTA Workflow Class is rescheduled

Baird, Lystra HR WPM Plan

Brady, Anita HR

SYSADMIN OTA Workflow Your booking has been cancelled

SYSADMIN OTA Workflow

Brady, Anita HR

Watkins, Tamika HR Your enroliment is cancelled

SYSADMIN OTA Workflow Teaching Reminder

Full List (78)
Previous 1-25 Next 25 b

Sent &

08-May-2019
06-May-2019
03-May-2019
15-Mar-2019
27-Feb-2019
21-Feb-2019
21-Feb-2019
21-Feb-2019
12-Jan-2018
03-Jan-2019
24-Dec-2018
29-0ct-2018
25-0ct-2018
24-0ct-2018
16-Oct-2018
20-Sep-2018
08-Aug-2018

Due -~

5. The Learner Access link will appear.

Click on Learner Home under the My Learning menu that
appears on the left side.

4 W Leamer Access
4iEm My Learning
Learmer Home
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6. Your OLM Learner Home page will open.

In the Search box, enter only one word from the class
title.

In this example, we are searching for Preventing
Workplace Harassment, so we typed the word, “prevent” in
the Search box.

Click Go.

Learner Home

Current Learning

Search Class

Course Catalog

Learning History

Forums and Chats
[] Exact Phra 0 dvanced Search

Requested Leaming

Learning Certifications

List of all your active Certifications
Certification Name -

EEQ/Diversity for Managers and Supervisors Learning Ceriification

Certification Status -
Subscribed

Progress -

Inactive

Due Date &  La:

07-May-2022

1. A list of classes will open.
Locate the class you want.

Click on the Enroll button at the far right.

Leamer Home | Course Catalog | Lpaming Histury

] orwesn

Leamar Home: Curmers Leaming
Classes

ik B ks 0 500 detall. For diflaront resedts please re-anker Search Crtsra

Delivery Mode

yesiructoe Lod Traiing (Classroses) 16May.2019 0900

s . Eneollment Status . Enroll

e—

) Show Key Neizlion

5 Inshuctor Led Treining (Classtoom)
ing Workplace Harzssment Course:
Preveniing
16

Class Name.

Start Date.

End Date

Time Zone:
Training Center
Location

16-May-2019 0800
16-May-219 1210
Eastem Tme

Language
Price

Engish

Enroll . i —
]
8. The Class Summary page will open.
Review the Enrollment details. O et (o] 08
Click App'y Enm:m;muem:;w(:mm;e Harassment Class 2019-05-16 =
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9. You will automatically be returned to your Learner Home
page.

You can see your enrollments under your Enroliments
section.

Learning Management

Learner Home | Course Catalog Leaming History

Current Learning | Requested Leaming | Forums and Chats

Advanced Search

Search Class 2] [ ExactPhrase | Go

Learning Certifications

List of all your active Cerfifications

Certification Name . Certification Status . Progress -~ Due Date &

EEO/Diversity for Managers and Supervisors Leaming Certification Subscribed Inactive 07-May-2022

iy

Learning Paths
List of all your aciive Learning Paths
Create

Learning Path Name - Leamning Path Status ~ Source ~ Mandatory Courses Completed .

Human Resources Management for Employees Leaming Path  Active Catalog  10f2
‘Aspiring Supervisor Leaming Fath Active Catalog 2016
Customer Service Provider Leaming Path Active Catalog  0of3

[

Enrollments

Enrollments include all current enrollments, including those in classes that are part of a leaming cetfication of leaming path
P Show Key Notation

Class Name - Type Status ~ Item in Start Date -~ End Date -

Lean Process and Six Sigma CTM CBT Course 5 Completed 04-May-2016 00:00:00

Last Completed -

Renew Date - Renew Move to History ~ Unsubscribe

07-May-2022 - il S

Start Date - Due Date 4. Completion Date -~ Update Move to History Unsubscribe

01-Jan-2013  20-Apr-2018 V4 e
01-Jan-2013  05-Aug-2022 4 e 3
01-Jan-2013  07-Aug-2022 V4 ol S

Previous 110 [%] Next10 B

Completion Date - Time Zone Play Move to History Unenroll Evaluate or Sign

09-Jan-2019 09:32:50 Eastem Time (=) nd B

- DC
- DL
- DT
- HE
- MC
- OF
- of
.88

10. | You will also see a new notification on your Learner

Home page.

This is a hyperlink, so you can click on it to review your
enroliment details.

An email notification will also be sent to you within 24
hours.

Learning Management

Learner Home | Course Catalog  Leaming History

Cument Learning  Requested Leaming | Forums and Chats

Search Class v Advanced Search

B

Learning Certifications

[] Bact Pluase  Go

List af al your actve Cerliications

Certification Name Certification Status Due Date &

07-May-2022

Progress Last Completed

EEQIDwersity for Manapers and Supervisors Leaming Certification Subscribed Inactive

Renew Date
07-May-2022

Announcements
You have 78 new nolifcations.
Ronew Move toHistory  Unsubscribe
B
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11. | When you click the new notification link (Step 10), this
page displays detailed enroliment information.

To return to your Learner Home page, click the Home tab.

Do not use the browser’s Back button.

Need Additional Assistance?

If need additional assistance using this guide or accessing MCG OLM for Contractors and Volunteers, please contact the OLM Administrator at
OLM.Admin@MontgomeryCountyMD.gov or 240-777-5116.
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